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HR SYSTEMS TRAINING AGENDA

= DCPDS Navigation
Defense Civilian Personnel Data System

= Top Ten List
Create & Routing the RPA
= Review of Notepad
» Saving & Routing of the RPA
= Tracking the RPA in Groupbox
Civilian Inbox & Executing Query
* Tracking RPA from Group Inbox
= Retrieving RPA (Open or Closed)
= DLA Tracker
People Enter & Maintain
Printing RPA/NPA
Attach/Delete Documents

= CSU Navigation
Customer Service Unit

= Obtaining Data on One Employee
= Executing Queries
* Reports

= My Biz Navigation

= My Information
= Update of My Information
= Employment Verification



Defense Civilian Personnel
Data System (DCPDS)
Application



Login to DCPDS Portal

Double click the DCPDS Portal Icon.

Message from webpage

N\

You will receive the DOD Notice and Consent Banner screen. Click OK.




¢~ Login : DCPDS Portal - Windows Internet Explorer provided by WHS Browser
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Last updated Oct 23, 2011
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DCPDS Portal Password
Security Changes for
Authorized Mon-Smart
Card (Mon-CAC) Access.
Mon-CAC passwords must be
reset ewvery a0 daws and thus
comply with DoD Security
Requirements by containing a
minimum of 15 characters, 2
lowercase letters, 2
uppercase letters, 2 numbers
and 2 special characters.
Example of wvalid password:
EMpgZZElsadliczz21

DCPDS will allow Mon-Cac
users to reset their password
7 daws prior to passwords
aofficially expiring by simply
entering the old password,
and creating/confirming new
password. Passwords not
reset prior to officially
expiring at &0 days must be
reset using the DCPDS Portal
password "Reset’ process
located under the Authorized
Mon-Smart Card (Mon-Cac)

—

Smart Card Access & Help
Returning Smart Card

user? Login and select wour

non-email certificate when

asked to choose a digital
certificate.

First time Smart Card user
or need to make name
changes? Register before
logging in.

Aunthorized Non—-Smart Card (NMon—
CAC) AcCccess Help

Returning NMon-Smart Card user {(Mon-—
CAC)? Use the usermame and password

fields below to login.

Portal Username:

Portal Password: I

First time Non-Smart Card
{(Mon-CAC) User? Before
using the DCPDS system, you
must first register.

Password problems? vou
may go here if you hawve

configured your account for
automatic password resets.

r eporting Problems

k| data concerns in

act your Serwvicing Human
Mesources Office.

For technical problems {i.e., Smart
Card issues, access problems, etc...])
with the application, select the
Contact List for wvour organization's
computer support Help Desk.

O O
Information

If wou are hawving problems accessing
this site, please select Contact List
to locate and directly contact wour
Component Help Desk.

For additional imformation, check out
our Frequently Asked Questions
(EoQ!

BPrivacw Act |

Accessibilitw |

Privacy and Security Policw |

CPMS Information

Select the Login button in the Smart Card Access region of the DCPDS Portal screen.




Choose a digital certificate

DICKERSOM.PEGGY.... [DOD EPMAIL CA-2Z4
DICEERSOMN . FESISY . [l R e )
DICKERSOMN.PEGGY . ... DD EMAIL CA-25
DICKERSOM,. PEGGY ..., DD CA-25

Click the non-email certificate at the Choose a Digital Certificate screen.
Click OK.




/~ DCPDSPORTAL - Windows Internet Explorer provided by WHS Browser =13

(l’ & | https A Acompop. dopds. cpmns osd.mil ‘portal/pagesportal ADCPDSF =] g @ m mﬂ

[Fas s

-
DCPI)S PORTAL

My Application/Database Add Additional Application/Databases \\
Accessing Your Database

Region Association

To access a "CMIS™” database, select the appropriate link below

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

e <<§ DCPDS ACCESS

To access an CSU Region Database, select the appropriate link below

o <:§ CSU ACCESS

To protect your personal information, “log out” of your DCPDS Portal session by selecting the "Portal Logout”
button.

Click <DLA region>to access DCPDS.
Click the <CSU16 region> for access to CSU.



DCPDS Navigation
Setting Top Ten
Create & Route the RPA




DCPDS - Navigation Screen

£ Mavigator - CIVDOD PERSOMNMELIST
Functions

Request for Personnel Action:

Enter Personnel Action Information

+ Request for Personnel Action Top Ten List

+ Mass Actions

Civilian Inbox

Workflow Inbox Double click the <+>

to expand and the <-

Breakdown Folder

+ Recruitment
+ Work Structures

PSEUDOSFa0

+ View
+ Processes and Reports

Coredoc
PAYS00
Pay Status

4
@

> to collapse. The
(+) expands the
category with sub-
categories. The (-)
collapses the
category with sub-
categories.

TSP Hardship Withdrawal
Local Tabhles

Completed Training

NPA Maintenance
Organization Maintenance
BUS Code Maintenance




Top Ten List

A% Mavigator - PER WY

Functions
Request for Personnel Action:
Enter Personnel Action Information

Top Ten List
1. Civilian Workflow Inbox

2. Define PA Request - Recruit/Fill @

AV INIHuU s

Workflow Inbox

Breakdown Folder

=
People : @

Recruitment
Work Structures
PSEUDOSFa0
View

Processes and Reports
Coredoc

PAYS00

Pay Status

*To set up your “Top Ten List”, Place cursor on Selected Function in the left column.

*Click <Right Arrow> to move the function. The words selected will change when moved to the right side.
*To Remove functions from Top Ten List, make selection in the right column. Click <Left Arrow>.

*Select primary functions you will need while in DCPDS for your Top Ten List.

*The Top Ten List allows a maximum of 10 Functions.

Highlight Request for Personnel Action. Double click the <+>. Select Recruit/Fill.
Double click or Click <Open> at the bottom right of the Navigation Screen.

10



Creating an RPA

or Official Use Only - Privacy Act of 1974)

Requesting Info Fosition Data Employee and Position Data Remarks and Address <§|

FPART A - Requesting Office |

1 Actions Requested 2 Request Number

|Recruit/Fill

3 For Additional Information Call (Full Mame) Telephone Murmber 4 Prop. Eff. Date ASAP
E> Bowman, Betty J |571-372-4113 | r
I§I> 5 Action Regquested By (Full Mame) Title Request Date

Carter, Gall R |F'ERSONNEL INFORMATION |25 JAM-2012

Conc:urrenc:e D ajg

|§> 5 Action Authorized By (Full Mame) Title
[Carter, Gail R |PERSOMMNEL INFORMATION

PART B - For Preparation of SF 50

1 Last Mame First Mame Bicdle Mame

2 Social Security Mumber 3 Date of Birth 4 Effective Date

FIRST ACTIOMN SECOMD ACTION

S-4 Code 5-B Mature of Action G-4 Code B-B Mature of Action

5-C Code 5-D Legal Authority B-C Code B-00 Legal Authority

5-E Code 5-F Legal Authority B-E Code B-F Legal Authority

l History l Extra Information l FPerson l Fosition (BE) . Others... () @

The RPA type of action is selected from the Navigation Screen. This is a RPA for a Recruit/Fill. When creating RPA
the form will be BLANK. Enter Informationin Blocks 3, 5and 6. Place cursor in Block 3. At the Right you will see
. which represent the LOV. Click the <...> to make a selection. Go to Block 5 & 6 and repeat. Once the name is
selected the system generates the Request and Concurrence Dates. When you have initiated the RPA, click the

Notepad (yellow tablet) located at the top/left just above the Requesting Info tab.

11



Requesting Info
~ PART A - Reguesting

1 Actions Requeste
Recruit/Fill

3 For Additional Info

5 Action Requested

B Action Authorized

- PART B - For Prepar
1 Last Mame

2 Social Securi(% I

. FIRST ACTIOMN
G-/ Code S-B N3

25 JAN2012
a test on how to use the notepad area.

|

l History I Extra Information I Persan

Position (B)

Others... (D)

Do not select <New> if there are notes
in this area. You will lose everything.

NEW NOTE -

If the Notepad comes in Gray/Blank,
Click <New>. Enter data related to the
RPA /NOA, such as PD#, Grade,
Series, Organization etc.. Also
annotate who has touched the RPA.
Click <OK> to close.

ADDITIONAL NOTE - APPEND -
To enter additional information, Click
<Append>. When completed, Click
<OK>. System automatically
generates current date.

12



Saving & Routing the RPA

Oracle Applications - jughead_REG16 (For Official Use Only - Privacy Act of 1974)

ar ecruit/Fill, Routin

B e

Requesting Info
— PART A - Requesting Office

You can attach documents to
your RPA by clicking the paper
clip on the toolbar.

1 Actions Reguested B =

|Recruit/Fill |

3 For Additional Information Call (Full Mame) Telephone Mumhber 4 Prop. Eff. Date ASAP
|Bowman, Betty J | |571-372-2119 I | O
5 Action Reguested By (Full Mame) Title Heguest Date

|Carter, Gail R | |PERSONMEL INFORMATION |25-JAM-2012 |

B Action Authorized By (Full Mame) Title Concurrence Date
|Carter, Gail R | |PERSONMEL INFORMATION |EENEE=REE

— PART B - For Preparation of SF 50
1 Last Mame First Mame Mliddle MName

2 Social Security Mumber 3 Date of Birth 4 Effective Date

~— FIRST ACTIORN e -
5-4 Code 5-B Mature of kel

[5-0 Code ] [5-D Legal Aut oy .
sECese | sr Lagai A — g G—

Fosition (Bl

vish to route the Request for Personnel Action nos

Histary Extra Information FPerson Others... (D)

Once you have entered data on RPA and notepad, the RPA is ready to Save & Route to Group Inbox.

Click the <Yellow disk> on the toolbar. You will receive message to route.
Click <Yes>to Save & Route. If not ready to route, Click <No>.

The system generates the RPA Request Number for Block #2.
Make note of the RPA# for future reference.

13



Reguesting Info
~— PART A - Requesting Office

1 Actions Requested 2 Request Mumber

|Recruit/Fil | [12uaMwWHSDDAADCES4810 |

3 For Additional Information Call (Full Mame) Telephone Mumber 4 Prop. E
|Bowman, Betty J | |571-372-4119

5 Action Reguested By (Full Name) Title Reqguest Date
|Carter, Gail R | |PERSOMMEL INFORMATION |25-JaM-2012 ]
B Action Authorized By (Full Mame) Title Concurrence Date ]

|Carter, Gail R | |PERSONNEL INFORMATION |25-141-2012

- PART B - For Preparation of Sik=d =
1 Last Mame

[ RoutingTo
2 Social Security Mumber * Select Routing List —

®* Select Person

- FIRSTACTION < Select Groupbox WY Z-HRS C-WHS,
SHleie S5 REiub aias * Save and Hold in Personal Inbox

LT R o Ei |

History

L e

If you selected <Yes> the Routing Box will appear. YOU MUST Click <Select Groupbox>. You
will see a list of possible Groupboxes. Select the appropriate Groupbox. After selecting the
Groupbox, the cleartext will appear to the right.

If RPA has not been saved, when you select Groupbox , click <OK>, the system will generate the
RPA Request Number. Click <OK>. The RPA is sent to your Groupbox.




Oracle Applications - xavier_REGDS =10l

-
B o GaeagPls NhE gl 280 2517
-é R Defa
Priority || Due Date | To Subject Comment Date Sent
155017 <
| To enter a Query click <F11>. Place your query data in the Subject line.
— Use % as the wild card in front of your RPA number. .
)i Open
Oracle Applications - xavier REGOS8 1ol x|
R Y Y A el A ek ke S e S
-é R Defa
Priatity || Due Date | Ta Suhbject Comment
B0 HRSC_PSD_2A_P P | Action : Termination-Appt In Office of Personnel Management : Req# 07FEBWHSDDAAD C155017 i
Click <Ctrl F11> to execute your Query.
| =

Feddon, Linda G / 4526

Respond Open




EN oracle Applicatio avier_REGOS =]

ERX (| W IR I G N

So

Comment Date Sent
Testing comment a| 27 -SEP-2001 02:02:35 ~
14-NOWV 2003 07:43:1

%155017] <:| - || 26000 15-FEB-2006 01:33:19
18-APR-2006 03:38:03

06AUGWHSDDAADC141601 08-AUG-2006 D3:53:2(

DDAAUZ1I6092 07 -SEP-2006 09:28:1

Navy : Reg# WGI:258401 16-NOW 2006 03:14:5:

Air Force : Reg# WGL:255753 16-NOW 2006 03:18:1
Clear :> Eimdl Navy : Reg# WGI:261382 04-JAN-2007 03:24:1

| Management : Req# 07 FEBWHSDDAADC155017 06-FEB-2007 09:31:00

»

Hame / POI : ALEXANDER, RONALD R

Another way to Query is to Click the flashlight on the toolbar.
Put cursor in Subject Line. Use % for Wild card in front of RPA#.
Click <Find>.

BA oracle Applications - xavier_REGOS =lol x|
-
L eI oSO P R LD GBS 2
=
= R Defa
Priority ||Due Date||To Subject Comment
60 HRSC_PSD_2A P[P Action : Termi i Appt In Office of Personnel Management : Reg# 07 FEBWHSDDAADC155017 =

You will receive the same results as previous RPA query.

I I
| |

At the bottom there are two buttons. Respond will open the RPA.
0 Open will allow you to go into the Notifications screen. ;

Feddan, Linda G / 4526

Em— Ceer (— Click <Open>.




Oracle Applications - xavier REGOB =[x

HPO G L8EP 8 DA LD 25?2

~

50 Comment Date Sent
LAl e 27.SEP-2001 02:02:35*
RPA : Correction : Reg# 14.HOV.Z003 07431
Name / POI : ALEXANDER, RONALD R
Effective Date + 23.SEP 2001 Propused Effective Date : ASAP LR UEE
Current Status : INITIATED 18-APR-2006 03:38:0:
Routing Group : WHS_REGION - WHS REGION DCA41601 | 08-AUG-2006 03:53:2
Date Received : 27-SEP-2001 Date Initiated  : 27-SEP-2001
(- : |07-SEP2006 09:28:1
NOA Family : Correction 1:258401 16-NOV-2006 03:14:5
First Action Requested  : 002 - Correction WG1:255753 16-HOV-2006 03:18:1
S il Action Requested : T130 - Transf
A ransier 1261382 0a-3a.2007 03201
Req# 07FEBWHSDDAADC155017 06-FEB-2007 09:31:00 .

}

Testing comment areal <:|

Routing History

-

27 SEP-2001 14:02:33 9745 Open

Respond <:|

The Notification screen allows you to enter comments.
Place your cursor on the Comment block to enter text.
This screen also gives access to the RPA Routing History.

Click <X>to close the Notification box or Click <Respond>to open the RPA.




Now I'll show you how to track your RPA.

Oracle Applications - jughead_REG16 (For Official Use Only - Privacy Act of 1974)

%0 10 - 88@enne 00 0512
= GHe Defa oric (>

Priority ||{Due Date Tao Subject Cormment
50 XYZ-HRSC-WHSIF][PersunneI Action : Recruit/Fill : Reqg# 12JANWHSDDAADCE54810 =
50 XYZ-HRSCWHS/R| Personnel Action : Recruit/Fill : Req# 12JANWHSDDAADCE54810
L A A 4
Select/Deselect All Reassign

“iew Response Open
[—> (—

At this point, you have already routed the RPA to the Groupbox. Remove the check mark from [Query only
Open Notifications]. Using the flashlight, initiate and execute the Query. There will be a copy created in the

Groupbox.
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DLA Request for Personnel Action - Tracker

=1 E3

T E B B T 1

/-~ RPA - Windows Internet Explorer provided by WHS Browser

w 7 . https: A #zec. hr dla.mil/rpasdefault asp

| | % 3 &

e
@rA |

[y

. DEFENSE LOGISTICS AGENCY

TR TR <
””l" DLA Human HESIIIII'I:I}S SIE['!_II:IES
February 23, 2012

DLA Human Resources Home

RPA Tracker

Please enter at least 5 characters and then click Search for RPA

T _seachiorren | <<§ Input RPA #

This data is current as of: 2/22/2012 9:00:12 PM

https://sec.hr.dla.mil/rpa/default.asp

Privacy/Security Statement 508 Compliance Statement Webmaster Viewers

peee T @meme e v [RT00%
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Open the Civilian Inbox & Execute a Query

B trace Appications - avie REGDB -0y
U
SYulQuugR s Ihe 209051
é R efa oridlo
Prorty {Due Date|To Subject Carnend De Senl

K Open

Click <F11>to set your Query.

E[)rade Appications - xavier REGOB N a3

4901058991 ¢ 04090 41]

£} GHR SF42  Def ok
Pooity | Due Date | Ta Subject Commert ‘ Date Sert
i ZHELPASC  [RPA: Comecion: Regt [ASEP N R
i ZHELP/RSC  |RPA: Comection : Reg? LNV 7431
il {HRSC_PSD 24 P {Personnel Acton : Corection : Rewy? SDECHHSODAADCI25000 16.FEB 2005 01:33:1
i IPRSC_FSD_!A_P Personnel Action : Within-grade Inc : Reqf WGL19134 |18.APR200G 03384¢
il IPRSC_FSD_!A_P Personnel Action : Temination of Grade Retention : Req? DGAUGHHSDDAADCH 601 hAIIGlII 0333
i IPRSC_FSD_!A_P Personnel Acion : Career Appoiniment : Reqs D6MAYWHSDDAALZ136092 FHEI'M 1928:
i IPRSC_FSD_!A_P Personnel Action : Temaination-Appt In Department of the avy : Re WGI258401 lﬁlWﬂl 04
i IPRSC_FSD_!A_P Personne! Action : Temination-Appt In Department of the Air Force : Reqt WGLZASTS3 lﬂWlIl (3481
i IPRSC_FSD_!A_P Personnel Action : Temaination-Appt In Department of the Havy : Req WGI261382 PIJAIEIIF 1244
i IPRSC_FSD_!A_P Personne! Action : Temination-Appt n Office of Personnel Management : Req? 07FEBWHSDDAADCIS0T  FEB 2007 09:3140
[ )
j

Name / POI + ALEXAHDER, ROHALD R

Respond Ogen

Click <Ctrl F11> to execute your Query.

20



Navigate
Civilian Inbox

Civilian Inbox Folder Tools
are located on the Tool
Bar. Select <Folder>.
Select <Folder Tools>.

These tools are used to
set up your View of the
Civilian Inbox.

Place cursor on block
to be moved, then
click on directional
arrow to move.

(—|

Lh e IARDDERI£09 061

Qpen..

Saue
1 GHR SF:fa
Save As..

Priarity Delle Comrent

Oue Date

dl 1236 [Testing RPA

Show Fleld..
Hide Fieli

Mave Right
Mave Lef

e LUp

e Do

Wiren Field

Shrink Field

Change Frompt.

& | Ca | G |
SACE

Autosize Al

SortData..
Yiew Cuery...

Reset Query

Lt {MERTE Folder Toals

3l

Respang

Qpen

To Subject

Bowman, Betty |Personnel Action ; Recruit] -

[

21



Creating a personal Civilian Inbox View

4 % © [ New. I8 e 2 A1 2 5] 7

Qpen..

Save
é 2 - 0 0

Priority

Camment Due Date Ta Subject

Delete...
dll esting RPA Bowman, Betty |Personnel Action : Recruit/| =

Show Eield...
Hide Field

Mowe Bight
llawe Left
flave Up
T e [0 i LJ

Widen Field
Shrink Field [ efa A V3 D 0
Change Prompt...

Autosize Al =
. oo {—|

Sort Data... iofo -

View Query.. <:|

Reset Query

Select/Desgel Folder Tools ssign

Show Query

(—

Respaond Ok Cancel

To save your personal view, Click <Folder><Save As>. The dialogue box will appear. Click
<Open as Default>. Remove the Check on Public. Click <OK>. Close and then re-open the
Civilian Inbox. It will come in blank. Click “Yellow Folder” at the top left under Notification
Screen. This opens a List of Values (LOV). Highlight your selection. Click <OK>. This takes
you back to the previous view.




DCPDS People, Enter & Maintain
Exercise




HYo & o SSP L I DERILEDD 2 B2
= People

Marme

Ferson Type for Action
Ferson Types

O Find Person M oAl X ]

jal Security —EJ <§I

FPersanal

Type Employee -
Murmber |

Effective Dates

Sl 13-FEB-2012 w Latest Start Date ([ _ B

*Go to your Navigation Screen.
* Double Click or Open <Combine Person & Assignment Form>
* Type in your SSN or Name.
* Click <Find>.
* Click <Others>.
* Click <Person Summary>.

You must EXIT DCPDS properly so you do not lose data.
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MyBizAndMyWorkplace

dows Internet Explorer provided by WHS Browser

@‘\__j = @] http:f . whs. miljHRD{ CivilianMyBizandMyworkplace. cm

_{&ixI

= | B || #2 || < | [&% Live Search 2 |-

File Edit Wisw Favorites

% &Convert - [P0 Selsct

<7 Favorites | Ses @ Free Hotmail

& MyBizandMyworkplace

| | i - E) - L = - Page - Safety - Tooks - @

3

Civiian Job Civilian =1
-’ Opportuniies
SES Jobs and
-’ Executive Personng
Emgloyes and Laber ﬁ%ﬁ
-’ Relaficns
a8
Training and D(—_]"Ls mD MY
’ selop DEFENSE CIVILIAN
Career Development PERSONKEL DATA SYSTEM
ICE (Customer SR SELF SERVICE HR
’ ssluaton)
Evaluaton) MY PERSONAL INFORMATION
Hot ltems
Mew - DoD Hiring Reform DISCLAIMER: "My Biz and associated web pages are web-based tools created by the Department of
Realignment of Defense (DoD) as part of the Defense Civilian Personnel Data System (DCPDS) to allow DoD personnel
WHS Civilian HR access to and management of their individual personnel records. The DoD My Biz and associated tools
Transachonal Funcions can be accessed only by authorized DoD personnel within a .mil network. The DoD My Biz tool has no
Employee Safsfacton association with any private or other enterprise using "MyBiz" in whole or in part as a title or logo."
and Engagement Program
WHS HRD
Civilian Finess and . . . . .
Weliness Program Application Guidelines for My Biz / My Workplace,
Popular Topics
Washington DG Ares Dismissa Please read all information below before attempting to access the applications.
and Closure Procadures
Emergency Locsior Hosine *** This application is available to current WHS HRSC serviced employees only.
Only accessible from official government workstations.
Perscnnel Policies/Procedures
Contact Us My Biz allows employees on-line access to view information from their official personnel records including
— appeointment, position, personal, salary, benefits, awards and bonuses, performance and personnel actions.
News In addition, employees can update their work telephone number, email address, handicap codes, ethnicity
Personnel Hites and race identification, foreign language proficiency and emergency contact infarmation
NSPS Cennecsons My Werkplace brings key information about personnel together in one place for supervisors. My Workplace
- keeps supenisors informed about their employees’ personnel actions. This tool is used to generate and
WHS Online maintain performance plans to NSPS.
Defensal INK
What You Need to Know.......
Click on the below items for more information.
Self Service (MyBiz/MyWorkplace)
PAA (Future Item)
DCPDS
I
) |- Trusted sites A - | R0 - 2

Go to http://www.whs.mil/HRD .

Click Civilian.

Click My Biz / My Workplace.

Click Self Service (MyBiz/MyWorkplace) or DCPDS
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Printing Request for Personnel Action (RPA) from DCPDS

Open the RPA. Click <File>. Click <Print>

Click in the white box that says Printer; it will bring up a list of printers

Select the printer at the top of the list - 0O0ONO_LAN_PRINTER

Click <OK > A note will pop up, “Your request has been submitted”. Click <OK>.
Close out of the RPA and then close your inbox.

Double click <Processes and Reports>. Double click <View Requests>.

On the Find Requests screen, click <Find >.

At the top of the list, you should see the Request for Personnel Action, while holding
the Control key down, click <View Output>. Hold the Control key down until you see
the File Download window appear, Click <Open>.

The RPA will open in Ghostview. Click <File>. Click <Print>.

In the Device block, make sure "laserjet" is selected.
Select your printer name in the Queue.

Click <"All Pages“>.

Click <OK>.
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Printing Notification of Personnel Action (NPA)

igator - PER WYWHS ALLS 1000BE

Functions

Request for Personnel Action Top Ten List

Mass Actions . Civilian Workflow Inbhox
Civilian Inbox . Regquests: Submit

YWorkflow Inbox o5 . Comhined Person & Assignment
Breakdown Folder . Define Position

People - - Payroll 300 format

Recruitment - Payroll Processing Status

Work Structures

r a New Request - Double click <Requests:Submit>.

T IULEDDED G S g
Coredoc
PAYS00

L Paw Status

Functions

Hegquests: Submit it @ b e

+ Reqguest for
+ Mass Action: VYwhat type of request do you want to run?

Civilian Inht

Yworkflow In
Breakdown

- People

Hecruitment
YWork Struct

PSEUDOSFS
WViews

Processes a
Coredoc
PAYS00

Click <Single Request>. Click <OK>.

27




Place cursor on List of Value(LOV)- ... to the right

b g g e Lo e i o e

Tim

=N As Soon as Possible Schedule.

all Dutput Files

L _Qpliuns...
Print to % Celivery Dpts

et ©

Re ports

Find

MHlarme | Applicat
Mass Transfer In De-Selection F
Mass Transfer In P& List far All

WMass Transfer In PA List for Employvees

Mass Transfar In Prewview

Mass Transfer Out De-Selection

Mass Transfer Out PA List far All

Mass Transfer Out PA List for Emplovees

Mass Transfer Out Preview

Motification of Personnel Action LIS Feds

romitime Fim s viedine

; Select <Notification of Personnel Action> and click <OK>.
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I G e T L A RB N

¢ =]

BAR bl s NONEAN

it
Run th

Motification of Personnel Action

American English

Language Settings... Debug Options

As Soon as Possi

Help (2} Submit Cancel

Motification of Personnel Action

Bowman, Haren L {(1536315):Ho

American English
Debug Dpticns

Fun the - As Soon as Possible
JEs To run the Request, Click <Submit>.,

SN P SZHN36.A Delivery Opts
Hetp (©)  submi ==
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Marme

FPhase

Status Farameters

|__ 4534651 Motification of Personnel Completed MHormal 1536515, 71379, ¥, N
4528771 Notification of Persunnel][ Completed HNHormal 1536515, 71379, ¥, N
45268384 Notification of Persnnnell Completed Hormal 1675282, F1379. Y, N

0% of FNDWRR.exe from veronica.dcpds.cp

File Download x|

G Do you want to open or save this file?

r Mame:  Motification_af_Personnel_sct_150212.ps
E Type: PastSoript, 98.9KE

T From: weronica dcpds cpms osd mil

r

Open Save I Cancel I

I dlwayps ask before opening this type of file

= While files from the Intemet can be useful, some files can potentially
harm your computer, IF you do not trust the source, do not open or
save this file. What's the risk?

Click <0% of FND> on bottom of Request screen. Click <Open>.
<File Download> will open the SF-50 and allow you to print.
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DCPDS Attach & Delete
Documents




Attaching documents

View Faoldar Tools Window Help

w“,[@+++3£@[ eI A= —

C|ICk the paper clip on the toolbar to attach documents.

P =T REE] =S = LR LS

Requesting Infa

MEIres=sr L e L

1 PaRT A - Reguesting Office
| 1 Actions Requested

| |Recruit/Fil
| 5 For Additional Infarmation Call (Full Mame)

2 Reguest Mumber

Telephune Mumber

4 Prop. Eff. Date ASAP

| |Bowman Betty J 1571-372-4119 { r
5 Action Regquested By (Full Mame) Title Reguest Date

| |carter,zail R |PERSONNEL INFORMATION  [25-14M-2012

| 5 Action Authorized By (Full Mame) Title Concurrence Date

| |carter,zail R |PERSONNEL INFORMATION [25-14M-2012

— PARTB - For Preparation of SF 50

1 Last Mame First Marme

Middle Mame

| 2 Social Security Mumber 3 Date of Birth

4 Effective Date

— FIRST ACTICON —
5-4 Code 5-B Mature of Action

SECOMD ACTION

B-A Code 5-B Mature of Action

[ I i

| ]

5-C Code 5-0 Legal Autharity

G- Code G- Legal Authority

[ J | I L

J ]

5-E Code 5-F Legal Authority

B-E Code B-F Legal Authority

[ J | I L

J ]

History Extra Information Person

Fosition [B)
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[ Attachments

Seq Category i Description Play Be Changed

Entity MName: P& Reguest

Place cursor in Category data field, click on < ... > (the three dots).
This will display a List of Value(LOV) for your selection.

J B = il = T =T = Publish to Catalog Docurnent Tatalog. ..

Description May Be Changed

Place percent sign(%) in Find block . Click <Find>.

Imieliiel= Docurment Catalog. ..
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Eile Edit View Folder Tools Window Help

HYO L8O PI € 1DHERILED 2512

'D‘ Aftachments

Seq  Category Description May Be Changed

10 %gﬁ

Mizcellaneous

& n to Catalog Docurment Catalag. ..

The Category window opens. Select [Comments or Miscellaneous]. Click <OK>. Place the
cursor in the Description field, type the information you want to attach such as a job
description, name of word document, etc. Click <Source>.
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Oracle Applications - jughead_ REG16 (For Official Use Only - Privacy Ack of 1974)

File Edit “iew Foldzr Tools Window Help

YOI S8 SR E T NTEHRI A 2512

P_D Attachments

Source
Data Type

Seq  Category

10 ICumments

]

I ] Datatypes
|
|

File ar LIRL

|
[

Entity Mame: PA Reguest

—

Find

- Long Text
Short Text
Webh Fage

O aEEl—

If you want the free flow text field of 255 characters, select Long or Short Text and
press [Tab] on your keyboard.

With your cursor in the Data Type field click the <LOV>.,

Select the format for your data.
Click <OK>.
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g SFM Upload Page I I

fr - 6) - [ deh - Page -

Safeky -

w X .,
1o =
File upload
= Upload File I Browsea. . I @
| Submit | | Cancel | | Clear |

ICE MyBiz ICE PAA W3

ICE
My Biz

ICE Close
PASA W3 FAQ Help Window

FAQ Help Close Window

Privacy Statement

If the File data type is selected, a web enabled page will populate allowing you to
search for the file of choice. Click <Browse> to select drive, directory and file.

2 ==

Look ir: II_' | 17 Lzer Eonck=

> = @3 cF E-

Appendiz L= Pocsition dyv-aleslements . dAoc
— f’-H_!:lluJiA E - M:.-\.-—i.;.-ul_h_- 1 Patchs. doc

13 TMacde 12 Gwer wiew . .dac
'_:. Mo da 2 Carar s by, e

Il-'_-l Trlacdule <4 Crvervicrs, dos
E:i Fochide 5 O ervisws, o

I'_H_ﬂnh-lllln L= I W T =T o TR TR P 1
mjl’”\_ﬂJulu!_ﬂ:l C=Ta . B P
i rioduls1  Chap 10.dac
B rndule1_Chap 11 .0ar
B rioduls 1 _Chap 12.doc
= Fiodul=1 _ Chap = .doc
B Jrcddula 1 han = dees
A roduls 1 _Chap 4. doc
B riodul=1 _Chap S doc
P radule 1 _Chap S doc
E_-Ir""'l:!:lull:]_cl_ln:ll:l = ="

Nla marma: I

My M etweork P .

O o

Fil=s of by I.ﬁll Fil== [~ "]

;@> |

Careel

LUk

After the file is selected, click <Open>.

Tools - lﬁl - =
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ICE MyBiz ICE PAAV3 FAQ Help Close Window

File Upload

“ Upload File [ 44TEST DOCUMENT ¢ Browse... |

| Submit | ‘ Cancel H Clear ‘

ICE MyBiz ICE PAAV3 FAQ Help Close Window

Privacy Statement

Click <Submit>to Upload File

n Naigaor v B Favores v ICE MyBiz ICE PAAV3 FAQ Close Window

[ Confirmation <:§

1. File upload completed successfuly.
2. * Please dose the web brawser.
3. * Return to the Attachments form and click the Yes button to indicate file upload is complete.

ICE MyBiz ICEPAAV3 FAQ Close Windaw

Prwvacy Statement

Confirmation of File Upload Successful
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Source
Seqg Category Data Type File or LIRL
Comments

Entity Mame: P4 Reguest

Open Document. ..

==

CIiCk <Yes> 9 Has the file been uploaded su

)

Category Data Type File aor LIEL
Commeants File TEST DOCUMENT.doc

Entity Mame: P&

Dpen Document. ..

Attachment Successful.
Close the window with <X>. This returns to the RPA Screen.

el & I Bublish to Catalag Docwurment Catalog. ..




File Edit “iew Foldzr Tools Window Help

CREE R Y T ARl L — ik

= Attachments

-d-?

Click X on the toolbar to delete the attachment.

Source
Seq  Category Data Type File ar LIEL
m] lCumments ] [File IBB 9 sep 11.doc

l | l
l | l
l | l

Entity Marme: PA Regues

L

Dpen Document. ..

'G Decision

Delete only attachment or delete both docurment and

attachment ¥
Docurment and Attachment Attachment <§|

e = e e B o A T E T Publizh to Catalog Docurment Catalog...

Once you have clicked the X, you will receive a Decision box. Click <Attachment>.
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findow Help

29010 B PIRD I EHEI L0005 12

rD Attachments

File Edit “iew Follar Tools W

SOUMCE

~ oeq  Category Data Type File or LUREL
[0

Entity Mame: PA Reguest

Click the <Yellow Disk> on the toolbar to save action.
Then Click <X> to return to the RPA.
Click <X>to close the RPA and return to your Inbox.

Bl nelelz Balzia] Bz Publish to Catalog Dogument Catalog. ..
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